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Government Correspondence 


By Wellington Patrick 


USINESS correspond- 
ence the country over 

is pretty well standard- 
ized, so that the stenographer 
coming from the 
school may without difficulty 
step into almost any business, 
assured of her knowledge of 
the routine of correspondence 
in that office The govern- 
ment of the United States, 
however, is a law unto itself in 
the matter of correspondence. 
This applies particularly to the 
War and Navy Departments 
Each department has evolved 
its own system, but in the War 
Department the routine of 
correspondence has probably 
made a wider departure from 


business 


business 


the ordinary cor- 


same vertical! line The sending office 
number of the communication wil 


appear in the upper left-hand corner 


The matter described in this 
the 
case 
upper 


is devoted 


paragraph constitutes 

“brief” of the letter In 
ol letter paper, the 

third of the letter 
entirely to the “‘brief"’; 
of foolscap, the upper fourth 
This regulation is, of course, 
for the purpose of setting forth 
communication in a 


in case 


in the 
conspicuous manner a brief of 
the communication, so that no 
lost in 
papers to see 
about 

it is that 
pass through many hands, it is 
much time is saved 


searching 
what 
When 


papers 


time is 
through 
they are all 
considered 


seen that 





respondence than it has in 
any other field. 

In the forms used, in filing, 
in almost every depart ment of correspondence, 
a rigid system is adhered to, almost totally 
different from what the student learns in the 
business school. So exacting is this system of 
communication that rules governing the writ- 
ing and the dispatching of letters are issued 
periodically Within the department these 
regulations amount to a religion. 

In the War Department the method and 
procedure to be followed by the stenographer 
is made the subject of a general order: 

The letter will begin with the place and date, written as 
beginning at the left margin, will 
followed by the official designation 


official designation, 
writer with his rank and regiment, corps 
below this, also beginning at the left mar 
To followed by the official 
Next will 


ndicated as 


at present; below this 
comeé the word “From 
of the writer, or, in the absence of any 


the name of the 
or department; 
gin, wil me the word 


or name of the person addre ed 


designatior 
nunicatior 


exceed ten words The 


come the subject of the coms 


briefly 
words 


as possible and in not to 
From,’ To.” and “Subject” will begi mm the 


by such an arrangement. The 
letter is written 

with double 
space between paragraphs. Each page 
is required to be numbered at the bottom of 
the page, in the center, and about one-half 
inch from the bottom 

The 
significant 
plimentary close to a 
“I have the honor 
paragraphs as “With assurances of my high 
consideration,’’ found in 


body of the 
single-spaced, 


ceremonial forms is 
There is no salutation or 
letter Such 


and such complimentary 


omission ol 
com 


forms as 


and distinguished 


diplomati entirely 


correspondence are 


although we do sometimes find 


would puzzle the un- 


omitted, 
phrases that 

For example, we hear of Captain 
“irrelevant 


military 
initiated 
So-and-So being reprimanded for 
and facetious use of language in official corre- 
ind note orders to the effect that 


spondence 
shall not be 


such and such “‘communications 
made the vehicle of a manifest vituperation.” 


Practically the same regulations apply to 
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indorsements The indorsements are the 
replies. They are written sometimes on the 
same letter; always single-spaced, with double 
space between paragraphs. If on another 
sheet, they are written on the same size paper 
ind each sheet bearing indorse- 
ments is numbered as a letter. Again here, 
us in the letters themselves, the ceremonial 
forms of “Respectfully referred,’ ‘‘Respect- 
“Respectfully returned,” 


successive 


fully forwarded,” 
etc., are 

In writing to persons outside the military 
form is adopted, the 


being 


omitted 


ordinary 
complimentary 


service the 


salutation and close 


used. The rules cited here are intended only 
for use between persons in the military 
service, and the reader should not get the 
idea that this constitutes any small part of 


the work, for thousands of communications 


daily pass through the 
the War Department 
ments used for correspondence with persons 


outside the 


bureaus of 
Neither are indorse 


various 


military 
although occa 
letter will be 


service, 
sionally a 


. SECRETARY'S OFFICE. 
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indicating the number of papers sent. Further 
more, clerks who receive and open mail care- 
fully check inclosures, and report any that 
may be missing. The advantages of a system 
of indorsements, when it is remembered that 
papers pass through many hands, and often 
back and forth between offices and bureaus 
many times, will be seen. Often there are as 
many as fifty indorsements on a communi 
cation, and if there were not some simple 
method of handling papers, documents would 
grow very large and clumsy. 

In practically all correspondence in the 
War Department, the “Authority Clause” 
must be used. The letter frequently begins 
with “The Secretary of War directs that you 
be informed,” or closes with “By order of the 
Secretary of War.’ The use of the 
depends, however, on the circumstances 
Commanders of army posts and regimental 
authority 


clause 


frequently use the 
General Jones.”’ 

In letters of three 
folds (letter-size 1 paper) 
the brief 


commanders 


clause, as “By order ol 


occupies the 


returned to the writer upper third of the page, 
with an indorsement io : and the office number 

All letters and in ee » occupies the back of 
dorsements that are a the third fold Thus 
typewritten, as a rule ° 1234567890 oO when a letter of one 
require two carbon cop a a4 page is folded with the 
1es Some War Depart — ° first fold folded back, 
ment bureaus make . the brief will be on the 
three One carbon is . . WAR DEPARTMENT . outside of the front, 
used as part of the and the office number 
record card, one is placed will be on the outside 
on the Document File, Office numbers are stamped, with office stamping of the back. In letters 


and one is sent out with 
the communication for 
the file of the office to 
which the communication is sent. Some of the 
bureaus dispense with the extra carbon copy 
for the File, since one copy is 
pasted on the record card. In the case of in- 
lorsements only one carbon is made for the 
record card and one forwarded for the use of 


from edge.) 


Document 


the next office 
Regulations say 


The carbon copy retained for the office record will be 
nitialed by the person responsible for the letter, and such 
person is charged with the duty of seeing that the name of 
the official who signs the letter and any changes made 
before the signature are inserted in the carbon. When a 
complete copy of a communication is not required for the 
records of an intermediate office, the carbon copy wil! be 
forwarded to the next office 


Paragraphs in a letter are always numbered, 
and when inclosures are made the number of 
inclosures is always indicated in the letter 
or indorsement. The advantage of number 
ing the paragraphs is evident; and when it is 


remembered that often as many as fifty 
important papers are inclosed with a com- 
munication, there should be some way of 


machine, on back of third fold 
lower left-hand corner of the letier—about one inch 


the reverse side of 
of more than one page, 


the office number is still 


placed on the back 
of the third fold of the first page Che 
regulations require that the letter be so 
folded that the brief of the first page and 


the office number both be exposed—the one 
on one side and the other on the other. This, 
of course, would necessitate placing the 
third fold of all the sheets but the first be 
tween the first and second folds of the first 
sheet. 

In all the government departments great 
is laid on The exact way a 
thing is to be done is minutely prescribed, 
and clerks are expected to follow the direc 
tions. Great supervision and care are exer 
cised, the written letter often examined by a 
dozen clerks, thereby minimizing the possi 
bility of errors. Careless work is not tolerated 
Business men could learn many lessons from 
the strict adherence to detail by Government 
employees. 

Following are typical letters of the War 
Department offices, with indorsements, illus 
trating the method of forwarding communica 
tions through military channels. 


stress details 
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WAR DEPARTMENT 
WASHINGTON, 


April 5, 1913. 


From: Colonel Spencer Cosby, United States 
Army, Secretary, The Commission 
of Fine Arts. 


To: The Secretary of War. 


Subject: Titanic memorial. 


Le The Committee on the Library of the 
Senate, in letter of February 25, 19153, trans- 
mitted to the Commission of Fine Arts the joint 
resolution (S. J. Res. 161) "Granting permission 
to the Woman's Titanic Memorial Association to 
erect a memorial structure in Potomac Park, in 
the city of Washington," and requested the advice 
of the commission as to a definite site for the 
memorial and also the opinion of the commission 
regarding the design, if one has been proposed. 


2. Careful consideration was given to 
this matter at the meeting of the commission 
held yesterday, the first meeting since the 
receipt of the letter. The secretary of the 
Woman's Titanic Memorial Association suggested 
as a site for the proposed memorial a location 
in Potomac Park on the west shore of the Tidal 
Basin, about a thousand feet northwest of the 
inlet bridge, and lying between the main drive 
and the sea wall of the basin. The Commission 
of Fine Arts has made a personal examination of 
this site and considers it an excellent one for 
a monument of suitable design. The commission 
understands that no design has yet been se- 
lected, but, as the proposed joint resolution 
requires the Commission of Fine Arts to give its 
advice upon any design that may be proposed, it 
is believed that this provision should protect 
the United States from the selection of an 
unsuitable design. 


By direction of the Commission: 
Spencer Cosby, 


Colonel, United States Army, 
Secretary. 
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WAR DEPARTMENT 
THE ADJUTANT GENERAL'S OFFICE 
WASHINGTON, 


August 15, 1914. 
The Adjutant General of the Army. 


Captain John Doe, Coast Artillery Corps, 
Through Commanding General, 
Western Department. 


Subject: Efficiency record. 


l. You are informed that the following 
entry of fact appears on your efficiency report 
for the period ended December S31, 1913, sub- 
mitted by Lieutenant Colonel John M. Smith: 


Was this officer the subject of any dis- 
ciplinary measure during the period 
covered by this report? Yes, confined to 
the limits of post for one month, be- 
cause of a personal encounter with a 
brother officer. 


2. A copy of this entry is furnished to 
you for such statement in respect thereto as you 
may desire to make. In case you do not wish to 
make a statement, that fact should be noted, and 
this paper returned to this office. 

By order of the Secretary of War: 
James G. Greene, 


Adjutant General. 


2446 lst Indorsement 


Hq. Western Department, San Francisco, Califor- 
nia, August 19, 1914--To the Commanding Officer, 
Fort Barry, California. 


John Brown, 
Major General, Commanding. 
Ra 
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621 2d Ind. 


Hq. Fort Barry, California, August 25, 1914--To 
Captain John Doe, C. A. C., commanding 192d Co. 


John M. Smith, 


Lieut. Col., Commanding. 


Sd Ind. 


192d Company, C. A. C., Fort Barry, California, 
August 27, 1914--To Commanding Officer. 


Be The entry made by the Commanding Offi- 
cer on my efficiency report is correct. 


2. I regret very much that the personal 
controversy with Lieutenant Brown should have 
occurred, but felt perfectly justified in the 
part I took in the matter. I have no further 
statement to make. 


John Doe, 
Captain, Commanding. 


621 4th Ind. 


Hq. Fort Barry, California, August 30, 1914--To 
the Commanding General, Western Department, in- 
viting attention to the preceding indorsement 
hereon. 


John M. Smith, 
Lieut. Col., Commanding. 


2446 Sth Ind. 


Hq. Western Department, San Francisco, Califor- 
nia, September 3, 1914--To The Adjutant General 


of the Army, Washington, >. G. 


John Brown, 
Major Gen., Commanding. 
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“Seeing the World on a Notebook” 


By Louis A. Leslie 


HIS title reminds me of the incident of 
the disconsolate gob who on seeing one 
of Uncle Sam's imagination-stirring 
posters, reading ‘Join the Navy and See the 
World,”’ remarked cynically: “Yes, I’ve been 
in the navy two years and 
one month, and have seen 
nearly all of Long Island.”’ 
This in turn calls to mind 
the equally disconsolate gob 
who had covered more miles 
than the first one, but whose 
experiences led him to revise 
the slogan to read, “And see 
the worldthrougha porthole.” 
But this is a dec idedly 
different story. who 
see the world on a notebook, 
by means of shorthand, have 


T he se 


no such complaints to make. 
They see all there is to see, 
including a lot which the 
“globe trotter’’ never sees. 

Mr. Isidor Shaffer's name 
has appeared in the Gregg 
Writer before, so he is no 
stranger to you. We have 
just received a letter from 
him dated at Salonika, where he is serving 
with the Red Cross. That means, of course, 
that he is now “in the thick of things,” 
as the papers continually filled with 
accounts of the happenings in that part of 
We quote from his letter: 


are 


the world. 


My trip from Athens to Salonika was very amusing and 
instructive, instructive from the point of view of teaching 
me to appreciate what a wonderful railroad system there 
exists—in the USA | have an annual pass issued by 
the Greek Government, but, seriously, passengers ought 
to be paid for being compelled to travel in Greece. The 
railroad from Athens to Salonique is not more than ten 
years old, but travelling ten. years ago could not have 
been any worse than it is at the present time. Fortu- 
nately, I had a ‘““Wagon-Lit,” so was not compelled to buy 
candles and wood for illumination and heat as did the 
second- and third-class passengers. We left Athens at 
ten o'clock on Thursday night and arrived in Salonika at 
nine-thirty on Friday evening—the distance between 
Athens and Salonique being about 600 kilometres or about 
350 miles. I slept very comfortably that night——because 
the train was standing still more often than it was moving! 
When I awoke the following morning. we were in the 
mountainous district; heavy blanket of snow 
covered the ground, and yet there was no heat at all in 
the car—and no sign of a diner. To make a short story 
into a history, we had breakfast at three o'clock that 
afternoon. So, I repeat, deliver me from Greek railways! 

Salonique, or Salonika as the English call it, is one of 
the most interesting towns in the Near East. It really 
is more Turkish than Greek in character, as the Greeks 
have had it for only a little over five years. The minarets 
of mosques puncture the sky-line at frequent intervals, 
imparting an exotic Oriental touch. Already I have de 
veloped a weakness for the Turkish coffee and the Turkish 
nargileh (water-pipe) All I need now to turn me into 


outside a 


Isidor S 


a real Turk is a red fez, some dirt, a ferocious expressior 
and a tendency to hold out my palm and beg the passer-t 
for ““Baksheesh."’ The streets are thronged with a motk 
array of costumes and people that never loses its interes 
~burly Russians in their bearskin caps and high boot 
Egyptians in their turbans and sandals, the picturesqu 
soldiers of the King’s Guard with their red black-tassell 
caps, their long, pleated bright rm 
coats with the innumerableshiny litt 
brass buttons runninginalldirectior 
their absence of trousers, their sho 
with the side-sweeping curve of t 
toes and the big black wad of sot 
cloth reposing on the curving toes 
and t the thousand 


and-one 


top the picture 
classes an 


from a 


beggars of all 
descriptions suffering 
varieties of afflictions and diseases. 


and 


Shaffer, it will be seen 
pow eT 


Mr 
can wrile. 
that is distinctly developed 
by stenographers who think 

Somehow writers 
system have a knack of being 
on hand when things happen 
For instance, there was Mr: 
Joseph Shaffer, his elder 
brother, who was Mr. M« 
Adoo's private secretary at 
the time that he was Secr« 
tary of the Treasury and 
Director General of the railroads rolled in- 
to one. Mr. Shaffer was one of the reporters 
on the Cox campaign 

Mr. L. W. Weisenburger, now an official 
court reporter at Storm Lake, lowa, was on 
the “Hughes Special’’ when Mr. Hughes 
made his campaign for the Presidency. 

A particularly good example of this habit 
of shorthand writers is that afforded by the 
-Mr. Charles | 


This is a 


of our 


haffer 


editor of this magazine 
Swem, who sat in on the Versailles Peace 
Conference as President Wilson's personal 
reporter, and who for eight years travelled 
wherever the President travelled, taking 
down every word the President said to the 
public. 

Then there is 
1921 Shorthand 
this country pretty 
the speeches made by 
tor 


Schneider, the 
who covered 
reporting 
the Dem 
the last 


Mr. Albert 
Champion, 
thoroughly 
Mr. Cox, 
President in 


ocratic nominee 


campaign. 

During the war Miss Winifred Kenna, 
former editor of one of the departments in 
the Gregg Writer, and who now writes many 
of the shorthand plates for the magazine, 
was in Rome with the Red Cross as a ste 
nographer for more than a year. But to go 
down the long list of these who have used 
shorthand as a means of obtaining travel 
and experience would fill the whole magazine 
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(To be continued next month)| 
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The Prinetples 


Conducted by W. W. Lewis 
Head of Theory Department, Gregg School 
6 North Michigan Avenue, Chicago 


O much has been written upon the sub- 
ject of acquiring speed that it is cifficult 
to put forth any new ideas; but possibly 

our suggestions may give you encouragement, 
so essential in acquiring anything of value. 
Have faith in yourself to accomplish what 
you undertake. Probably no other one thing 
has caused so many to fall short of their goal 
is the lack of faith in their own ability to 
Too often we hear people say, 
I will try This is not the proper attitude. 
They should say, “I will accomplish.” If 
you do not say, “I will,’’ you had better save 
your time and what little effort you put into 
it, because the “I will’ is the all-important 
attitude of mind. If you throw your whole 
soul into the work and believe that you can 
do what many others have done, you need 
have no fear as to the ultimate result. 
Depend upon yourself. You must not 
expect to climb the hill on the backs of your 
fellow-students or your There is 
no surer way to succeed in any undertaking 
upon self Real self- 
will go farther than natural 
Hence, he who will rely upon 
have as much hope of success 


sccomplish. 


teachers 
than a firm reliance 
determination 
attainments. 
himself may 
us one who is naturally adapted for the work 
but lacks self-reliance. There are too many 
hangers-on already. This dependency is 
very sure to result in failure when 
obliged to cut loose from all former supports 
and act for himself. Resolve that you will 
do what others, no more capable than your- 
self, have done, and then go ahead and do it 
Do not permit yourself to be influenced too 
much by outsiders. Suggestions may come 
from one who does not know shorthand or 
they may come from a student or a stenog- 
rapher who knows much less about you than 
he thinks he does 

Frequently young people come to us with 
the statement that so and so says, “You 
don’t need any more speed in shorthand. 
Dictators go slow, and there is no use of 
spending time and money in school when you 
can be out earning something, just as well.” 
Our advice is, weigh such statements care- 
fully. Too often, their authors do not know 
what they are talking about. It has been 


one is 


. ‘ 


Acquiring Amanuensis Speed 


our experience that a stenographer, regardless 
of his speed, will have occasion to use all the 
reserve power he may possess 

that will 


next 


you 
matter 


Having convinced yourself 
accomplish your purpose, the 
to consider is the selection of proper tools 
with which to work 
paper with ruled 
exceed one-third of an inch 
pen, by all means; and, we would add, make 
it a good fountain pen. The point should be 
reasonably fine fairly flexible, and the 
ink flow should be rapid enough to necessitate 
The ink 


distinctly on the 


Use a smooth-surfaced 
lines, preferably not to 


apart Use a 


and 
but slight pressure should be of a 
color that will show 
even by artificial 
recommend lavender or purple, for the reason 
that the light shining on the paper at different 
angles will have little or no effect on its 
visibility. 

It is well to. write in narrow columns, be- 


paper 


light Personally, we 


cause in returning to the beginning of each 
line the hand is not thrown out of balance 
as it is in making a long return. Make 
notes small and as good as you can at the 
speed you are writing rhe initial speed 
should not be fast, but fast 
keep you time 
habit of swinging off the paper at the 
each before the 
stops. Maintain 
length of strokes 
Devote some time to penmanship drills in 
Here, 


a single 
gE 


your 


too enough to 


writing all the Form the 
end of 
motion of the 


outline pen 
a good proportion in the 


and the size of circles 
order to keep your muscles relaxed 
let us caution you, do not permit 
muscle of your 
shoulder to your finger tips, to become rigid 
This is especially true of the wrist, which 
should be kept high off the paper. See that 
the forefinger is well curved and that the 
first joint away 
from and not bent in towards the pen 
Keep a separate book in which to 
new 
Jot down any particular phrase that will be 
Occasionally, go through this 


body, especially from your 


above the nail is arched 
note 


words and shorthand outlines for them. 


of use to you 
book and write the 
that they may become a 
hand vocabulary Iry to 
vocabulary each day—and by this we mean 


words and phrases, so 


part of your short 


increas your 
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Lesson XIII 


uu ‘ords 


word can 


your shorthand vocabulary. No 
vocabulary 


be claimed in your shorthand 
until you can and do execute the outline for 
it without any hesitation in the application 
of principle. When a new word is encountered, 
there will be a slight hesitation in applying 
the principles; but these should be so well 
learned that you can apply them almost 
automatically. To learn to write shorthand, 
you must wrife shorthand, and write pages 
of it. 

You should do some copy practice from 
well-written shorthand notes in addition to 
your dictation practice. A certain amount 
of repetition practice is indispensable. In 
this practice, keep your pen moving all the 
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Lesson XIV 


FOR 


Words 


Sentences 


time, from one outline to the next. Do not 
permit it to lag. Avoid pausing at the end 
of the line. You must guard yourself on this 
point, as there is a great tendency to stop 
and inspect the work. While writing short- 
hand, you should think shorthand. You 
cannot get the most out of your practice 
unless your whole energy is bent on what 
you are doing. If you find you cannot con- 
centrate on the work, better take a few 
minutes’ rest and think about what diverts 
your attention. Then go back to your short- 
hand and give it one hundred per cent con- 
centration. You should comprehend the 
meaning of the words written and not merely 
execute so many sounds or words. 
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Lesson XV 


Words 


Sentences 


The writing, however, is but one essential 
Do not neglect the reading The study of 
accurately written shorthand is a wonderful 
aid in acquiring a good style. Your own notes 
written rapidly become somewhat distorted 
from the original, copperplate style. You 
should learn the changes your outlines under- 
go when written rapidly. This can be accom- 
plished only by a careful reading and analyza- 
tion of your own shorthand 

Lastly, it will be a great help if you read 
good literature; for it will enlarge your vocabu- 
lary, and improve you in many ways. It will 
enable you to read your notes intelligibly 
to the dictator whenever he may call 
upon you to do so during the dictation. 


WRITER 
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Lesson XVI 


Words 


Sentences 


Guard your spelling and your punctuation 
Acquire an eye for artistic arrangement; for 
you are judged by the finished typewritten 


sheet, and not by your ability to take rapid 


dictation 


°oe@°eo 


Remember 


notes that cannot be read are 


Shorthand 
utterly worthless. 
> > > 
If the rules are thoroughly mastered at the 
beginning, the acquisition of speed is compar- 
atively easy. 
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ES Acked & Answered. [Es 


Why is the anti-clockwise th used in the word fathom, 
when the rule in Paragraph 34 says that “the clockwise 
th should be used except when joined to o, r, and I’? 


You have not quoted the rule correctly, as 
the imperative “‘should’’ does not occur in it. 


The rule reads that “the clockwise th is given 
the “preference,” and the the word 
‘preference’ shows that it is not obligatory 
to use the clockwise th. Except when joined 
to o, r, 1, the clockwise form of the th is general- 
ly used, but in a few words the other form 
promotes facility or clearness. The use of the 
clockwise th in fathom would form 
which in rapid writing would look like fag; 
and the other form of the th is therefore used 
to provide a sharp angle bet ween the fh and m. 
This is also done in faithful, faithless, and a few 
words. 


use of 


yield a 


other 


. * a 


In such words as nearly, merely, namely, and likely, we 
write the little circle outside for /y and do not loop them 
Why doesn't this apply to the word really as well? 


Theoretically the form for really should 
have the circle outside, but the form is a sur- 
vival from the period before we introduced 
the reversing principle. At time we 
expressed real and really by the same form, 
re, just as we express full and fully by the same 
form. Sometimes we found that students 
confused real and really, as in the question, 
“Is it real?’ “Is it really?’’ and we make the 
distinction by using the ily loop in really 


(re-ally). 


one 


©® @ @¢ 


1. Doesn't an oblique curve such as ?, 5, f. and rv, form 
an angle when joined to a straight line? 

2. Does rule 16 apply only to ?, 6, f and o? 

3. Aren't &, g, r and / oblique curves? 

4. Which rule, 6 or 7, governs the writing of the vowel 
in fed, decqy, etiquetie, attic, cash, fish? 

5. Why not write the vowel in the following words 
arid, read, writ, »read, chill, lead, according to rule number 7? 


1. You will remember that the curves in 
our system are not geometric and therefore 
that they curve most at one end. For ex- 
ample, the character for g curves at the end 
and therefore joins to j without an angle, and 
a circle occurring between them (as in gauge) 
is placed inside. This is, of course, true of 
the opposite joining of j and / (as in jail). We 
give these illustrations first because they are 
familiar to you. Now it is equally true that 
p and } curve most at the end, and when they 


are followed by m or m the angle disap 
pears, or is almost invisible. Hence the rule 
given in Paragraph 16. This rule is important 
because when the circle is placed inside the 
curve it expresses r 

2. No; it applies to the other oblique 
curves (the blends given in 
in such words as tenacious, shamed, giant. 


“see page 46. 
Lesson Seven), as 


3. No; they are written in a horizontal di 
rection and not in an oblique direction. 

4. Rule 6. In all but the last 
word, fish, the circle is placed inside the curve 
In fish there is an angle between f and sh, and 
the circle is placed on the outside of the angle. 


mentioned 


5. Because the circle is always written in 
side the curve when there is no angle. If you 
will get that idea firmly in your mind the 
trouble about understanding the rules given 
in paragraphs 6 and 7 will vanish. Suppose 
you try this: Write each of these words you 
mentioned in full with a pencil and then rub 
out the circles with an eraser. You will then 
realize that there is no angle in any of these 
joinings and therefore the circle should be 
placed inside the curves, in accordance with 
the rule. 


° e e 


I would appreciate it if you would tell me the rule under 
which subaliern is written. The sub seems to be contra 
dictory to Paragraph 106, Note b 

The footnote states: ‘‘When 
lowed by a circle vowel, s is disjoined and the 
next character is placed close to it.’’ In sud- 
altern, sub is followed by a hook vowel—not a 
circle vowel. The first part of the form for 
“subaltern” is a compound joined prefix com- 
posed of sub and al 


* ¢© ¢ 


sub is fol 


When does “sh” stand for shal? 

We suppose you mean the ending ‘“‘tial’’ or 
“cial,” as in essential, potential, partial, social 
These words come under the Abbreviating 
Principle—as ‘“‘tial’’ is not expressed by a 
sufix sign. In nearly all words with that 
ending, the form can be abbreviated at the 
“sh,”’ on account of the strength of the sound 
and its suggestiveness, as ‘“‘potensh’’ for 
potential, “‘esensh"’ for essential, “‘parsh"’ for 
partial, ‘“‘sosh’’ for social. There are, how- 
ever, a few words, like racial, facial, crucial, 
in which it is necessary to write shi to dis- 
tinguished from other words—rash, fashion, 
crush 
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The Trouble of Being Right 


From “‘The Office Economist” 
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Our Annual 


SOME more of our teacher friends have 
\” gone over the top this month, and many 
more have been “‘plusing’’ their clubs, for we 
have called for over five thousand 
copies of the February issue since the regular 
mailing was completed. The supply of all 
the recent issues is running low so soon after 
publication that it will be wise for clubbers 
to order not later than the fifteenth of the 
month following issue if they want back 
numbers. 

Wouldn't it be fine if every school in the 
country could make its subscription list 100% 
before schools close! Why can't we? 

Here are the latest teachers to join 
100% class: 


been on 


the 


CALIFORNIA 
Evelyn Ganey, Modesto High School, Modesto 
CONNECTICUT 


Grace E. Gold, The Lyman Hall High School, Wallingford 


WRITER 


FOR APRIL 


Oo 


Roll of Honor 


IDAHO 


Mrs. Mame Laravea Hand, High School, Boise 


ILLINOIS 


Sisters of St. Francis, Blessed Agnes School, Chicago 
Marguerite Higgins, Joliet Township High School, Joliet 
Cornelia Tolley, Community High School, Staunton 


KANSAS 


M. N. Bunker, The Peoples’ College, Fort Scott 
C. A. McKinney, Sabetha High School, Sabetha 


MINNESOTA 


Emma Anderson, Cloquet High School, Cloquet 


NEW MEXICO 


Mrs. D. S. Robbins, Las Cruces High School, Las Cruces 
PENNSYLVANIA 
E. R. Welch, Welch's Business College, Oil City 


WASHINGTON 


Winifred E. Pugh, Lincoln High School, Tacoma 
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BB Editorial Views 


A 


Thinking Stenographers 
NE of 


stenographic 


the striking tendencies in the 
held the en 
richment of the stenographic course in 
ol 
highly 


to-day is 


urgent demand on the 
Modern 


Executives and 


to part 


men 


onse an 

business is 

heads of depart- 

di 
] 

relieved as much as 


More and 


coming 


ness 
nized 


ts—in fact, important men in any 


yn of a business—are 


ble from detail work more is 


stenographic-secretary into a 


irea ol service. 
New York Sun 


enlightening 


the 
, » 
26 contained a very 
the title of 
The Sun said 


Bearing on this subject 
February 
under 


torial Thinking Stenog 


ners, 

Department of Public 
graphbers and a number 
T he 


greater or lesser technica! ekill 


the 


ol stem 


Bureau of 


A scarcity 


Industrial 
are reports 
a wide range of salaries differences 

the 
degree 


reflect the 


penings at 
have to do wit! 


red 


and with th of experience that the place 


ds. They al« 
worker, the Thinking Stenographer 


growt} f a especial tyr 


word stenographer, covers a great class of workers 


business men hire mere of ten fingers and a 

the right 

the 

rapher and say t i ap;tellhim nothis 
The 


king for him, even if it 


Waterbury inte! ligen © Di ut type- 


r keys. Others may tter over t ste- 


g'sdo 


type of pers do part of the boss's 


amounts only to cl ing the 


ought he has outlined, will al 


that 


words to exprees the tl 
demand At 


the su 


demand much 


lower paid 


b out of the 


be in present 


er thar pply Some stenographers 


find this their « class of 


pportunity 

hanical operators on a machine. 
It is obvious that many of the abilities the 
n thinks essential may be acquired in the 
This view is shared by a large number 
that 
irses of one kind or another 


ool. 
secretarial 
of the 
theulties heretofore of introducing such in- 


schools have introduced 


One 


uction, however, has been the lack of suit- 
e material. Happily this problem has been 
ved. “Secretarial Studies,”’ 
pearance a few months ago, 
e kind of material that is needed to develop 
The 


appreciation of the value of 


which made its 
contains just 
schools themselves 


retarial ability 


ve shown an 
ch a course, for during the first two months 
ter this book 
ypted by 


ools, and 


made its appearance it was 


about 150 universities, high 


private business schools. 


presents an advanced 


“Secretarial Studies"’ 
instruction that is much needed. It 
to 
ype of trained stenographic-secretary. 


pe of 


il enable schools turn out a distinctive 


School Papers 


HERE Douglas, Arizona 


a very interesting school paper, ‘‘( 
the 


comes trom 
on 
by con 


his is 


journals 


mercial Pep,’’ gotten out 


mercial classes of the high school 


the most tional student 


one ol inspira 
that 
we 


out 


we have had the pleasure of seeing, and 


wonder why more schools do not get 


live 
edition Read, head 


Mr. ¢ B 
ke parth 


a similar 
of the commercial 
wur efforts 
able to 

mimecoscop nm the 

the Pep, and I think the 
new equipt t 


Through « 
year we were geta \ 


mar©rket 


pee Of the 
Each year we obser 
trants to compete tor! 
year Douglas High n 
positions The de; 
the 


for a series of 


contestants, and 
progran 
success is we cleared 
We 
but 
programs 
o other 
five 
price 


published our pe 
this year we sha 
and have 

program we 


cents a cop) 


of ten cents for the four number 


Here's enterprise and enthusiasm that could 


well be emulated in other h gh schools 


Marsh 


have 


Through the courtesy of Miss R. D. 


t ¢} best 


another o he things we 


received in of the DeBear 
School Magazine from Ipswich, England It 
is produced by the students on stencils ind 
Pep, 
brightened with 
Some of the department headings done 
exceptionally The 
is thirty-four pages, bound 


comes 


a long time a copy 


as with the typewritten stencils are 


drawings illustrating the 


text 


in this manner are good 
English magazine 
with wire staples and inclosed in a 
the not stenciled. 


From the literary 


printed 


cover only part 


point of view the maga 


| edited 


zine is extremely well ind contains 


a mass of interesting features 

The students at 
Berkeley, California, produce the inside pages 
of their clever “‘Wastebasket’’ on the 


The cover apparently is multigraphed; 


Armstrong's School 


mimeo 


graph 
the multigraph 
printer's type as well as typewriting 
Other cleverly illustrated stenciled 
have been received from Port Townsend High 
School, Washington they dub then 
publication ““The Wa-Wa,” and the Edmonds 
“Wireless’’ also carries man) 
Pierre, South Dakota 
mimeographed 


will print illustrations an: 


pape rs 
where 


Washington, 
stenciled pictures 
High School 


illustrates its 
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Kempton’'s 
up in dollar 


Miss 


its very 


Jessie ( 
title set 


bulletins, and 
“Growth” 
signs, typical of the results of a 


Civil sx hool, 


has 
course at 
Service Duluth! 
s-e 


Minnesota 


Littleford School, Cin 
“Littleford News” 
Life,’’ the 


classes 


The students at 
cinnati, Ohio, have their 
printed, as is also ‘‘Commerce 
paper published by the journalism 
of the Columbus, Ohio, High School of Com 
merce, and a number of other school papers. 


aa + * 


A few of the mimeographed sheets run 
an occasional piece of shorthand, but the 
‘‘Medcom,” of Medford High School, Medford, 
Massachusetts, out its entire issue in 
shorthand except for a few pages of cartoons 


team photographs! Their Christmas 


puts 


and 
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most interesting one-—twent 


number was a 
one pages, including a fine typewritten pictur 


of the school building, as a_ frontispiec: 
bound in heavy manila folders with a colore 
cover design by Victoria Carter 

he “‘Medcom,”’ we are told by the teacher 
Mr. Charles C. Olson 
chine called the ‘““Speedograph, ”’ 
ing device of the hectograph type, using 
gelatine body for reproducing pages writte 


in indelible ink. 


is produced on a m 
a duplicat 


> > * 


interested in seeing 

and wish we 
, 

pass them all on to our readers. How 

of you would like to exchange with the oth: 

you will let us know we ca 


touch with each other 


We are always greatly 
these school peréodicals, could 


man 


schools? If 


put you in 


COQ? 
Letters to Salesmen 


[From Gardner's Constructive Dictation, 


Pages 153, Letter 2 and 156, Letter 9) 
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631 South Wabash Avenue 





Florence Elaine Ulrich 


Results of the Te 








First: PLAce 
SECOND PLACE 
Turp PLace—Tie: 


Contest 





Blackboard 
It has been a long 
seen sO many fine 
knew that the 
doing such fine 


Teac hers’ was 


success. 


HE 





distinct 


time since we have 
specimens of shorthand We 
students are 
4. Contests could themselves 
Beautiful and artisti 


upon the 


whose 
O.ty 


teachers 
work in the 
do what they taught 

score descended 
task of the 


was considerably 


specimens by the 


so that the judges in 


commuttee, 


choosing the prize winners 
more than a sinecure. As a matter of fact, 
the judges, in order to decide between some 


of the leading papers, were compelled to go 
over them outline by outline, so uniformly 
good was the work, in order to strike a 


balance of form and artistry 

First prize, naturally enough, 
Rutheda Hunt, of Evanston Township High 
School, Evanston, Illinois. We are not sur- 
prised. Miss Hunt's classes have twice 


the O. G. A. Contest, 


goes to Miss 


won 
captured second place 
and last year one of her pupils won 
first place in the Individual Contest. The 
ability to turn win these 
honors be poy something more than peda 
gogy ; is an indication of the possession of a 
high ide of artistry and writing ability in 
the teacher. Miss Hunt, by her winning 
specimen, establishes once for all the peda- 
gogical advantage of being able to do yourself 
what you seek to teach your students Her 
writing is truly a beautiful piece of work 
It possesses almost every characteristic of per 
fect —so much so that the judges 
unanimously decided upon this specimen as 
the winning paper. It shows fine proportion, 
accuracy of form, fluency, and a high degree 
of artistry. It is conspicuous for that subtle 
perfection which combines artistry and fluency. 
Note (page 316) that the curves have their full 
depth and formation, but without that exag- 
geration of flourish which has a tendency to 


once, 


out students to 


writing 





“achers’ Blackboard Contest 


Rutheda E. Hunt, 
Brother Liguori 
Douglas Rodeback, San 
Virginia M. Warriner 








Chicago, Illinois 











Evanston, Illi: 
Bardstown, Kentucky 
Die Calilornia 


Detroit, Mic higar 








and “‘life.”’ There 


the outlines pos- 


detract from fluency 


is no stiffness of outline here; 


sess the swing and motion of a living thing. 

Brother 
Bardstown, 
Brother 
artistic writers, 
blackboard contest of five 


Comparing this speci- 


Liguori, of St Joseph's College, 


Kentucky, 


too, 


wins second place. 


been turning out 
last 


years ago he 


Ligouri, has 


and in the previous 
was 


winner o! first 
men with the 
ago, it is evident that Brother Liguori has not 
ability He 


he has 


place 
winning specimen ol five years 
writing has, 


lost any of his fine 


improved. In this specimen 


indeed, 
combined all the 
characteristic of the 
year, in slightly 
specimen is certainly fluent, 
and most of its out 
of the winning 
that can be 


good qualities in writing 
this 


His 


proportion is very 


winning specimen 


and only less degree 


good, it is highly artistic, 
as beautiful as those 
criticism 


lines are 
specimen. The only 


is that it is not as consistently perfect 


made 
in all its outlines as the 
Brother Liguori is to be 
such beautiful work 
When the judges came to award third prize 
argument After the first two 
prizes were decided on, two other 
mens stood out with equal claim upon third 
place. Mr. Douglas Rodeback, of the South 
ern School of Secretaries, San Diego, Califor 
Miss Virginia M. Warriner, of the 
Business Institute, Detroit, Michigan, 
mitted specimens of equal merit but so un 
like in character that the decision became more 
than anything 


winning specimen 


congrat ulated upon 


a real began 


speci 


nia, and 
sub 


and taste 
declared it a tie 


a matter of opinion 


else. The judges therefore 
Mr. Rodeback's 


paper is conspicuous for 


its accuracy of formation and proportion 
Miss Warriner'’s for her extreme fluency 
The unusually wide spacing of Mr. Rode 
back’s specimen detracts a bit from the 


appearance of fluency, and his notes have not 
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First Prize—Teachers’ Blackboard Contest 


Specimen submitted by Rutheda E. Hunt, Evanston Township High S: hool, Evanston, Illinots 


Second Prize 





Specimen 8ubmitied by Brother Liguori, St. Joseph's College, Bardstown, Kentucky 





THE 


Third Prize 
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Tie—Teachers’ Blackboard Contest 


Specimen submitted by Douglas Rodeback, Southern School of Secretaries 


Specimen submitied by Virgini 


ne tree, grace! 
Warriner’s. O 
ner’s notes do 


proportion or, 


} 


n the 
not 


in 


that is to be seen 


The Honorable 


We are not 
coming from 
country when 


this contest, the skill of the teachers on the but either to lack of practice in writing 


surprised 


the 


we 


some 


in the other 


possess t he 


cases, th 


Mentions are 


students 


can 


at the 


observ S, 


a M. Warriner, The Business Institute, Detroit, 


other hand, Miss Warri others besides There are gre 


} 


Michigan 


il swing characteristic of Miss work we were idy acquainted, a 


poss D 


accuracy ol among the namesinthe Honorable Mention li 


e formation We wish we could point 


specimen one personally the little faults 


numerous. the correction of wl 


good work him a prize-winner. Perhaps the most con- 
throughout the spicuous fault in those papers 
as through to win a prize was due not to bad penmanship 


blackboard. This contest brought tolight the tic outlines on the blackboard 


artistic ability 


ol 


many 


teachers 


with whose sufhcient knowledge: 


out to each 


f + 


ich would probably make 


which failed 


or to an 


: perte 





S paper, 


irtis 
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outline. There was hardly a paper that did 
not possess some beautiful outlines, but some 
of them accidentally. Those isolated outlines 


indicated the ability of the teacher to write 
perfect shorthand, but the preponderance of 


imperfect outlines on some of the papers 
showed a faulty conception of what the cor- 
rect outline should be. This is a simple 
matter to overcome on the blackboard. One 
has but to erase until he gets the outlines he 
wants. The secret of making a _ perfect 
copy on the blackboard is simply, therefore, 
in the capacity to appreciate what constitutes 
a perfect copy. Before the next teachers’ 
contest we expect to discuss this, as we feel 
that there are hundreds of teachers who can 
simply by observing this one point become 
masters of an artistic style. 

Yes, we expect to have another black- 
board contest next year. The enthusiasm 
engendered by this, the first in several years, 
is an indication of what we can expect. 
Next year we hope to see not only a bigger 
contest but more papers of q winning class. 

As an indication of what is possible to any 
teacher, it is interesting to note that in the 
contest five years ago Miss Hunt won fourth 
place. She turned in a very good paper then, 
but it can hardly be compared with her 
winning specimen of this year. The improve- 
ment she has made since that last specimen 
is remarkable. Some of the writers this year 
need to make only half this progress and they 
will be giving the prize winners of this year a 
real race for first honors. 


"[HE comments of some of the contest- 
ants are worth reading, and confirm our 
idea of the value of just this sort 
of contest among teachers. Says Miss Scan- 
lan, of the Drake Business Schools, Passaic, 
New Jersey, “I think it an excellent idea, 
as the students seem to enjoy seeing the 
notes on the board. I also showed the pic- 
ture to the students in my penmanship drill 
class.”’ 

You will find Miss Scanlan’s name on the 
Honorable Mention list. 

Many of the contestants submitting their 
papers commented upon this point, the peda- 
gogical value of a well-written piece of short- 
hand on the blackboard. 

We were glad to see that 
photographs were made by “amateurs.” 
Some were more successful than others; 
and some certainly showed vast persever- 
ance. Says Miss Luella M. Richey, head 
of the business department of the Florida 
State College, Tallahassee, Florida: 


many of the 


I took no less than 48 exposures of my blackboard copy 
of the contest matter. Each time I would take a roll to 
be developed the photographer would tell me a different 
thing that was wrong about my method of taking the 
picture, uneven lighting, exposed too long, not long enough, 


glare in the lens, et He is the only photographer in our 
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small town At any rate, I have learne: 
something about photography, but it has taken the limi: 
of the time to learn it 

I wrote No. 1 and secured a pretty good picture of it, a 
you see, but I decided the lines were too close together 
so that ‘origin’ in one line reached down into the line be 
low. I rewrote it, making the lines longer and farther 
apart. Out of numerous pictures of this, the only good or 
had a flaw in the film numbered 6, below the word “within 
Before taking some more pictures of it | improved on th« 
word “but” in the fifth line, “pathetically” in the las 
line, and “national” in the last line. But this one, nun 
bered 14, the best out of a large number taken, was appar 
ently exposed too long, for the lines have broadened o: 
instead of being clean-cut as in the other two. and bot 
sides seem to be somewhat out of focus 

My students have taken a great deal of interest in this 
have criticised and admired and wished me luck. I know 
it has done them and me a great deal of good 


Miss Richey, it will be noted, is also an 
Honorable Mention teacher. 

We have had an interesting and valuable 
experience in judging these papers, and we 
look forward with enthusiasm to the con 
test of next year. Let's prepare for it now! 


Honorable Mention, Blackboard 
Contest 


Mrs. J. P. Peterson, Humboldt College, Minneapolis 
Minn. 

W. Rude, Oklahoma Agricultural and Mechanical Schoo! 
Stillwater, Okla. 

Alta J. Day. High School, Lead, So 

Lola Maclean, Detroit Commercial 
Mich. 

Lottie Caton Abbott, 
Winfield, Kans. 

Bernice Fry, High School, Durango, Colo. 

Elizabeth Nettleton, High School, Bloomington, II! 

Marie Mahaffy, Central High School, Red Wing, Minn. 

Rachael M. Roberts, Keokuk High School, Keokuk, lowa 

Vivien Merriman, State Teachers’ College, Greeley, Cok 

Elizabeth Ann Tollmann, Pacific Union College, St 

Helena, Calif. 

Bert Leach, High School, Portsmouth, Ohio 

Jean Zook, Norfolk Public Schools, Norfolk, Nebr. 

Eleanor G. Durkee, High School, Merrimac, Mass 

Daisy M. Bell, J. Sterling Morton High School, Cicero, I! 

Charlotte A. Follmer, Hebrew Technical School for Girls 
New York City 

Harry E. Waid, Edison Union High School, Edison. Wast 

Ellenore K. Robbins, Chico High School, Chico, Calif 

Mary I. Fallon, Aberdeen Business College, Aberdeen, 
So. Dak. 

Agnes M. Gilmore, High School of Commerce, New York 
City 

John P. Griest, York High School, York, Pa. 

Luella E. Hildinger, Central High School, Pueblo, Colo 

Mame E. Goodell, California College of Commerce, Long 
Beach, Calif. 

L. A. Fawks, Central Business College, Kansas City, Mo 

Clorah E. Corzine, Township High School, Palatine, 1! 

George L. Gebhardt, Bliss College. Columbus. Ohio 

Helen Frankland, Hume-Fogg High School, Nashville. 
Tenn. 

Sister Mary Cleophia, St 
Miss. 
Lillian Groves, 

Ti. 
Mrs. Elizabeth R. Timberlake 
Marquette, Mich. 
Faith R. Cox, Bisbee Senior High School, Bisbee, Ariz 
Nellie Scanlan, Drake Business College, Passaic, N. J 
Lilian F. Rivers, Union High School, Fullerton, Calif. 
M. Gladys Browning. Lawrence High School, Falmouth 
Mass. 
Luella M. Richey, Florida State College, Tallahassee, Fla 
Esther A. Maxson. Pacific Union College, St. Helena, Calif. 


Dak. 


College, Detroit 


The Central Commercial College 


the Pines, Chatawa, 


Mary of 


Brown's Business College, Jacksonville, 


High School, 


Howard 
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Katie Vee Clarkson 
Brown's Business Col 
gc. Jacksonville, 11! 
e Brommer, John 
: County High = = 
School, Buffalo, W y« 
ise L. Loesch, Has 
kell Institute, Law 
ence, Kans. 
bel M. Leidy. Tem 
ple University, Phila 
lelphia, Pa 
na l Evar s Kea 
m Business College. —e 
Wilmington, Del 
B. Wright 
Business Col 
Wilmington,Del. 
Caroline Killefer, 
rbana High Schoo! 
Urbana, Ill 
rie E. Marik, Cor 
Junior High 
New York 


Bice Florence Tiries 


eer flee Thrice 


Bea last peer. 


at 





Heffron, Hud 

“Or City Schools 
Hudson, Wis 

» B. Mitchell, The 


Institute 





husiness 

Detroit, Mich 

za Hosking The 
Institute 

Mich 


Business 
Detroit 


> «+ @¢ 


What’s Doing 
mA&C 


By seer Biss Cl riae 


\\ E can only 
peep over 
he mound of test 
apers on our desk . te 
hat is growing 
gger with each 
iil delivery 
here are five a 


(and 


lay!) long enough 
“they are 
getting 
so keep 


») Say 
fine, and 
better 
them 
You folks 
se to keep us 
busy for the next 


coming!" 
prom - 





COR OR2BO Brm~wes Meee Bm 
a ee 


02. Seowe Senest sv ewes 
Ceieem. |i imete 


= ll ine Ge Seeeery 6. 4. * 
wurely feel tet Ge getting of Ge .* yvear 
(2 © Peel lmeeetire te better trping., ant © 
ie pert of Ge regular reqeiremert. be 


Bae coed berewita | 


Tee llewing cute \ aopies 


to fester 


Oe were © Sighty ene tet cet Mepey greep te cor 
shertant Geperteent @& Friday, Gerch %. Ghee Ge seceiret 
a cleres ©. 6. 4. Gamberenip Corti ficetee | oo pe 
 @ came of Ge etetente for Gere certificates cet for 
he cle? price eon ty Gladys Tteeriay. The wuming of 
(meee ewartes bas Seoamp ishe peur ohjec! is giving ae 


= eleeing | Geet for ©. credit eee 


handling of about 
three 


specimens, 


thousand 
and 
the month of 
February was a 
with a 


thirtv-three and a 


whopper, 
third per cent in 
creas over the 
period last 


The letters 


SA Tie 


reproduced on this 


page ire only two 
out of the 

number we are r 
ceiving telling 
what the depart 
means to 


A num 


ber of new hools 


ment 


teachers 


ire coming in, too 
folks are 


enthusiasti 


These 
very 
Let me quote trom 
one of the letters 
This is the first 


time we have ever 


tried for any of the 
certificates and 
the sixteen certih 
cates together 
with the prize pin, 


week 


created so much 


received last 


enthusiasm that 
the class slogan 
one 


And 


the students ar 


now is ‘Every 


i winner 


‘doing overtime in 
the effort to bring 
their work up to 
your standard. It 
is the best self 
starter we have in 
the school! 

There is. still 
another month be 





three months, but 
this is what we 
ke, and we hope 
that mext year the 
times greater. 

Not only O. G. A. specimens are coming to 
1s, although we now Save 3,793 entered for 
that contest—and three days yet to go—but 
O. A. T. specimens, C. T. specimens and 
contest entries, and Complete Theory tests 
We haven't an exact count of these at the 
present time, but they are running a pretty 
close second to the O. G. A.’s. 

During the first two weeks of March this 
lepartment issued approximately two thou- 
sand certificates, all told, which meant the 


volume will be many 


fore the c lose ot 


school another 
month of good 
hard work that will put you in the winning class 
if you have not already entered. All you have 
to do to make one of the certificates yours is 
to pass one of the tests printed in this depart 
ment. Follow directions given with the tests, 
and send the specimens tous. If teachers wish- 
ing to submit clubs for certificates and prizes do 
not have instructions, writefor our new Creden- 
tials booklet, just out, telling all about the 
school department of the Gregg Writer 

Let's close the school year with 
breaking proficiency—and hold the _ cer 
tificates in evidence of it! 


re ord- 
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For the best paper in a club of ten O. G. A. or O. A. 

For the best paper in a club of twenty O. G. A. or O 

For the best paper in a club of thirty O. G. A. or O. 

For the best paper in a club of fifty or more O. G. A. 
the Order. 





Club Prize Awards 


Zz 


specimens, the emblem of the Order in bronse 


A. T. specimens, the emblem of the Order in silver 


A 
or O. A. T. 


T. specimens, the emblem of the Order in gold. 
Specimens, a gold ring showing the emblem of 


For the best paper in any club of ten or more C. T. test papers, and to all applicants whose specimens of the 
typewriting speed test win Honorable Mention (Honorable Mention is given papers written at the rate 
of seventy or more words a minute), the C. T. pin or bution in gold, 





O. A. T. 


Gold Ring 


Ronneburger, Catholic Girls’ High School, 


Pa 


Florence A 
Philadelphia 


Gold Pin 


Gladys Collison, Greenway High School, Coleraine, Minn 

John R. Griggs, San Diego High School, San Diego, Calif. 

Bernice Baxter, Kansas Wesleyan College of Commerce, 
Salina, Kans 

Kenneth C. Booth, Township High School, Savanna, Il. 

Florence V. Mooney, Catholic Girls’ High School, Phila- 
deiphia, Pa 

Grace Urban, Stevens High School, Lancaster, Pa. 

Tessie Cooke, Collegiate Regina Institute, Regina, Sask.. 
Canada. 


Silver Pin 


Emma Young, Reedsburg High School, Reedsburg, Wis. 

John H. Cook, St. Albans High School, St. Albans, Vt. 

June McDermott, Peoria High School, Peoria, II. 

Clara Schagrin, Hebrew Technical School for Girls, New 
York City 

Inez Anderson, Winnett 

Mayo S. Davies, Virginia 
College, Lynchburg. Va. 

Irene Riordan, Providence High School, Joliet, Ill. 

Peabody High School, Peabody, Kans. 


Mont. 
Shorthand 


High School, Winnett 
Commercial and 


Ora Newcomer 


Bronze Pin 


William Giles, E. C. Glass High School, Lynchburg, Va 
Georgia L. Show, Commercial Experts’ Training Insti- 
tute, Los Angeles, Calif 
Irene McCarthy, Port Huron 

Huron, Mich. 
Helen E. Eagan, High School, Wethersfield, Conn. 
Marcus Duffey, Teton County High School, Choteau, 
Mont. 
John White, St. Mary's School, Scranton, Pa. 
Irene Griffis, Long Beach High School, Long Beach, Calif. 
Rose Zimmer, St. Peter's School, Fort Wayne, Ind. 
Frances J. Short, Abilene High School, Abilene, Kans 
Marion Glynn, Stillwater Public Schools, Stillwater, Minn 
Elizabeth B. Rita, Sacred Heart School, Bloomfield, N. J 
Louise Robison, Peoria High School, Peoria. Ill. 
Fay Wilson, Holly Public Schools, Holly, Colo. 
Leonard Livermont, Haskell Institute, Lawrence, 
George Keenan, Kiel High School, Kiel, Wis 
Joan Cox, High School, Arroyo Grande, Calif 
Rita Meunier, Notre Dame Commercial! School, 
Adams, Mass. 
Floyd Lawson, High School, North St. Paul, Minn. 
Ella Miller, St. Elizabeth School, Philadelphia. Pa. 
Ruth Gergenske, High School, Johnsonburg, Pa. 
Genevieve Page, Good Shepherd School, Omaha, Nebr. 
LaVern Graves, Public Schools, Platteville, Wis. 
Emily DeMunda, Perry Secretarial School, Waterbury, 
Conn. 
Catherine Bryan, 
Chatawa, Miss. 
Mary Gantzarow, Vocational School, Milwaukee, Wis. 
Sarah Frank, Utica Free Academy, Utica, N. Y. 
Robert King, High School, North Fond du Lac, Wis. 
Charlotte Kline, San Diego High School, San Diego, Calif. 


Business College, Port 


Kans. 


North 


St. Mary of the Pines Academy, 


Anna Ryan, Lawrence High School, Lawrence, L. I., N. \ 

Joseph Bovey, Crete High School, Crete, Nebr. 

Marie Peck, St. Mary's School, Morris, Minn. 

Muriel McFarland, Carbon County High School, 
Lodge. Mont. 

Lucille Speiser, Triadelphia District High School, Wheeling 
W. Va. 

Josephine Phillips, Burbank Junior High School. Berkele 
Calif 

Marion J. Condon, Canaan High School, Canaan, Conn 

Dorothy Dunseath, Sentous Junior High School, Los 
Angeles, Calif. 

Elizabeth Klepperich, St 


Re 


Bernard's School, Cologne, Minr 

Beatrice Cosgrove, High School, Maryville, Kans. 

Inez Cook, Colby High School, Colby, Wis. 

Rose Miller, Bridgeport High School, Bridgeport 

Donald Dean, Immaculate Conception High 
Brookfield, Mo 

Myrtle Norling, Joliet Township High School, Joliet, Il! 

Ruth M. Riley, Coraopolis High School, Corapolis, Pa 

Mildred Smith, High School, Long Beach, Calif 

Ruth Benton, Peoria High School, Peoria, Il! 

Adelaide E. Freer. Peoples Academy, Morrisville 

Mollie Rosenzweig, Hebrew Technical School for 
New York City 

David Dorr, High School, Shreveport, La 

Yetta Greenberg, Hebrew Technical School for Girls, New 
York City 

Andel McCauley, Central High School, Duluth, Minn 

Rose Boushala, Central High School, Duluth, Minn 


Conr 
Schoo! 


Vt 
Girls 


Honorable Mention 


Leona Bernice Smith, Lexington School of Stenography 
Lexington, Mo. 


Charlotte Dorn, Holy 


100°, Clubs 


Mary E. Harrison, Commercial Experts’ Training Schoo! 
Los Angeles, Calif. (12) 

Esther Appelbaum, High School, Wethersfield, Conn. 

Sisters of Charity, St. Mary's School, Scranton, Pa. (11) 

Mildred Knauf, High School, Long Beach. Calif (11) 

Hazel M. Calkins, High School, North Fond du Lac, Wis 
(12) 

Mrs. Ivy Monk Cole, Kansas Wesleyan College of Com 
merce, Salina, Kans. (33) 

lone M. Allen, Holly High School, Holly. Colo. (10) 

Edna Randall, Kiel High School, Kiel, Wis. (14) 

Verona Durkee, High School, North St. Paul, Minn. 

R. R Hawson, High School, Johnsonburg, Pa 

Good Shepherd School, Omaha. Nebr. (11) 

Meda Gramm, Public Schools, Platteville. Wis. (18) 

Sister M. Cleophia, St. Mary of the Pines Academy 
Chatawa, Miss. (10) 

Margaret Rogers, Carbon County High School, Red Lodge 
Mont. (11) 

Rosa Lena Kunkle, Triadelphia District High School 
Wheeling, W. Va. (19) 

F. Frances Cole, Canaan High School, Canaan, Conn. (10) 

Sister Mary Evangela, Providence High School, Joliet. 
Ti. (21) 

Eleanor J. Rogers, Sentous 
Angeles, Calif. (11) 

Leone Anderson, Colby High School, Colby, Wis. (11) 

Pearl McNeil, Peabody High School, Peabody, Kans. (28) 

Sisters of Notre Dame, St. Bernard's School, Cologne 
Minn. (10) (Continued on page 324) 


Child High School, Waukegan, I!! 


(18 


(12 


(12% 


Junior High School, Los 





| AVE you ever wondered these April days 
rain sometimes comes down in 
ich big drops, and, again, falls in such a fine 


why the 


xower? Our test 
or this month of 
ers an explanation. 


me condition must 
vays be present before 
water-vapour in the 
can condense into 
e little liquid drops, 
ich, if they fall, we 
Ji rain. That condi- 
1 is that there must 
some solid nucleus, 
it is called, for the 
ter-vapour to con- 
we upon, and it is 
te possible that one 
the reasons why rain- 
os differ in size is 
ne to the difference 
size of the specks of 
id matter—<dirt or 
st—round which they 
ther 
But we have lately 
arned that sometimes 
ectricity may act on 
gases of the air, and 
it up the molecules 
those gases, forming 
1y things which are 
ble to act as specks for 
ater-vapour to con- 
lense upon The size 
raindrops may also 
affected by the level 
which the rain was 
rmed, and when a very 
iden change of tem- 
erature has caused 
them to form very 
tickly they may be 
ite huge.— Selected. 


/ 


Junior Test 


Type attractive- 
y this poem by 
Clinton Scollard: 
Bird's Song in April. 
Perched upon a maple 
ough, Sang a wren, 

Tis April now!" And 
the while he tuned his 
ills, Leaped the rills, 
Flushed the hills, And 
s hint of coming glory 
gleamed upon the moun- 
tain’s brow € Down 


beside the reedy mere Piped a blackbird. 
And the water murmured low. 
blow Lovely golden-petaled lillies for the blushing maid- 
€@ Sweetly from the woodland’s 
- ‘s come,” a 
March has died; Winds that sighed, 


en year. 
his ever-joyous art. 


ing round the gables, 


GREGG WRITER FOR 


Material for April Tests 


(Good until May 25, 1923) 


Clear from his exuberant throat Note on nots 


APRIL 


Seemed 


to float—"‘Joy in sun and joy in shower—aApril ushers ir 


the May!” 


Type the following letter with the 
sary carbon copies, in the form used by the War 





* work will be returned with 


The purpose of the O. G. A. is to encourage 
the 7 hn mm moe of skillful shorthand writing 

Membership is granted to those whose notes show 
artistic merit. 

How to become a Member: Practice the test 
article until you secure two copies that represent 
your best work. Mail one of these to the editor 
of the t, and retain the other for com- 
parison with the i te. If the specimen 
sent us reaches standard, a member- 
ship certificate will be sent you. Otherwise your 
— and criti- 
cisms and you may try again. 


perior Merit is awarded 

—*.. whose notes are of superior excellence 
This is the highest credential awarded for artistic 
shorthand writing. It will be issued in connection 
with the membership certificates to those whose 
notes warrant it. Members may become candi- 
dates for the Certificate of Superior Merit. A cir- 
cular about this certificate and how to secure it 
will be sent on request. 
Examination Fees: 


mitted for membershi 
tion for Certificates of Bupesior 


An examination fee of 

y each specimen sub- 

fifty y each applica- 
ior Merit. 


The O. A. T. is the professional organization 
of the artists in typewcising. It is open to all who 
omy as we craftsmen. 

Junior embership: Membership in the 


Junior division a — 5 - anyone who is studying 


typewriting in a or by himself who is able 
os the Junior test. 
jor Membership: Membership in the 
Senior divison is open to all typists whether 
attending school or not who have reached a speed 
of at least forty words a minute. § w tests 
must be accompanied by a cqnet statement that 
the candidate has attained th 
Competent Typist Cortifiente: This cer- 
tificate is issued to candidates able to qualify at 
fifty words or more a —~ =) on the Monthly 
Speed Test. No papers rating less than fifty net 
words the minute are to be submitted. 
Tests: The tests for both membership and 
‘competency™ appear in this department each 
month. Tests may be practised as often as desired, 
but only one specimen should be sent in. Each 
part of the membership tests should be typed on 
a separate sheet. The speed test matter must 
be written as a ten-minute test, subject to Inter- 
national Rules, and accompanied by the timer's 
affidavit. A test is good only until the 25th of 
the month following publication. 
‘ees: An examination fee of ten cents must 
accompany each membership test. No fee is 
charged for tests. A atiful Certificate 
is issued to those who pass any of the tests. 











In its flow, “Soon will 


play a merry lover's part 
an elm-tree branch asway, Caroled forth a joyous jay; 


August 30, 1924 
Johnstown, 
ceding indorsement. 
heart With Inc 

robin cried 
Mourning, moan- 


€ On 


“April's here!" 


Office, 


Pennsylvani 


Returned 


August 18, 
underneath this) 


Senior Test 


neces- 


Department see 
article about Gov- 
ernment ( orre- 
spondence on first 
page of this maga 
Show office 
numbers in the 

and 
letter 
arti le 


Zine.) 


proper place 


submit the 
folded as the 


describes. 


Johnstown, Pennsylvan- 
ia, August 15 1914 
The Honorable, The 
Secretary of War,Wash- 
ington, D. C. Dear Sir 
| am inclosing herewith 
blue prints and detailed 
description of a new typ 
of field gun which I have 
just invented | believe 
that a careful examina 
tion and test by the War 
Department of this gun 
will convince you of its 
wondertu! possi bilities 
which I believe far 
superior to any gun yet 
invented. If the Depart 
ment so desires, I shall 
be pleased to submit a 
model. Very truly 
John Doe 
25578902 Ist Indorse 
ment. War Department 
A. G. O., August 20 
1914—To The Chief of 
Ordnance, for report 
John Smith, Adjutant 
General 5 Ime 
38789012 2d Ind. War 
Department, Office, 
Chief ot Ordnance 
August 30, 1914 Ts 
The Adjutant 
of the Army 1 After 
a careful examination of 
the blue prints and des 
cription submitted here 
with, it is not believed 
that further 
tion is warranted. It is 
requested that the writer 
James 


yours 


(reneral 


investiga 


be so informed 
M. Jones, Brigadier Gen 
eral, General Staff, Chief 
of Ordnance, 5 Inc 
25578902 3d Ind. War 
Department, A. G. O 
to Mr. John Dee 


a, inviting attention to the pre 
John Smith, 


Adjutant General 5 


(On back of third fold, page 1) Adjutant General's Office 
25578902, War Department, 
office number immediately 
35789012, War Department, 


1914 Second 
Ordnance 
August 25, 1914. 
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April Typewriting Speed Test 


Test for the Competent Typist Certificate, good until May 25, 1923 


PAGE from the record of the far west in the United States has been 

preserved, picturesquely, in the bronze tablet provided by the Daughters 

of the American Revolution, recently unveiled at Sacramento, California 

The tablet has been placed upon the outer wall of the old Alta 
Telegraph building, the starting point and the destination of the pony-express 
riders who began their spectacular relay races between the Sacramento River 
and St. Joseph, Missouri, on April 4, 1860, just a little less than sixty-three years 
ago. The little town of St. Joseph was at that time the western outpost| of 
civilization in the middle west, and the straggling city of Sacramento stood at the 
easternmost point reached by the somewhat crude steamships which plied between 
San Francisco and the state capital. 

The idea originated in California, where mail was coming by overland stage, or 
steamer. It came regularly, but it took a long time in coming. People wanted a 
railroad, but the Sierra Nevadas stood in the way. Accordingly a series of transfer 
points was arranged along the central route from Sacramento to St. Joseph, 
Missouri; the best riders were hired, with the best ponies, and a schedule arranged.| 

April 3, 1860, in San Francisco, the packet of mail at ten dollars an ounce was 
made up, and thrown on board the little steamer, which arrived at Sacramento 
at two forty-five o'clock the next morning. A fair-sized crowd had waited up to 
see the eventful start, and they gave Sam Hamilton a cheer as he pounded away 
into the darkness on his way to Hangtown, and on to Sportsman's Hall, twelve 
miles up the mountains. Here he transferred the pouch with a bound and a sweep 
to Warren Upson, the rider who had the most perilous section|of all, the snow- 
bound Sierra Nevada Mountains. Upson fought his way through a heavy snow- 
storm, but he arrived at Carson City only a little behind schedule. From there 
it was carried across the plains and rolling prairie, through desert wastes, wher 
Indians lurked. 

Though the start of the first express had been an unpretentious affair, the arrival 
of the first rider on the back trail from the east was greeted with all the enthusiasm 
of which Sacramento was capable, for he brought word from back home—from 
loved ones—in the record time of nine days—later reduced to seven. 

At five-fifteen that afternoon a cloud of dust was seen approaching from. the 
east. In the center of it was the mail carrier. As he passed the crowd fell in 
behind him, yelling and cheering, firing pistols, and shouting encouragement. 

Down J Street they tore, the pony of the mail carrier well in the lead, his ears 
laid back, using every muscle to make up lost time. At the Plaza the rider was 
greeted by a salute from the old cannon there. At the next corner he was met by 
the roar of the battery of blacksmiths’ anvils, which| were made to discharge a 
load of black powder. Three blocks further the opposition crowd of blacksmiths 
let loose their own battery of anvils, but the spirited little roan pony never flinched 
for he was headed for the finish—the front of the Alta Telegraph building. 

It was the same Sam Hamilton who had carried the first mail away. One leay 
from the pony and he turned over the precious pouch. The local agent hastily 
opened it, pulled out the Sacramento mail, and resealing the remainder, ran with 
it to the riverside, to the purser of the waiting steamer. The! purser took it, the 
whistle blew, the paddle wheel began to churn, and it was off for San Francisco. 
The last five miles of the trip, i. is said, were covered in less than twenty minutes. 
(636 words)— From the Christian Science Monitor. 


[Repeat from the beginning if completed in less than ten minutes | 
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Marriage of Well-Known Greggites 


At New York and Chicago 
Four Popular Girls of the Gregg Publishina Company Force Wed 


WO well-known 
of congratulations 


Greggites are subjects 
and good wishes 


Miss Bertha 
M oosbrugger, 


from their many friends 
and Mr. Matthew 
o were married on December 27 
Mrs 
vees of the New York office of the Gregg 


Imann 
Moosbrugger was one of the first em 
becoming connected 


1908, shortly after the 
just out of 


blishing 
th the company in 
oftiice. 


{ ompany, 

ening of the rhough 
isiness 
ool she 
plac ed 
harge of 
‘ book- 
eping de 
rtment, 
as time 
ent on the 
ype ol her 
rk wa 
larged so 
it it Cat 
ed with it 
uch great 
responsi 
ility, in 
full 


‘ 


large ol 


iding 
’ 


e credits 


1 collec- 





ns, besides 
ve general 
pervision of all bookkeeping work and the 
Mrs. Moosbrugger’s 
nusual business ability made her a most val- 
iable member of the New York office staff. 
Mrs. Moosbrugger is a 
of the 
nd has 


ter-office accounting. 


prominent mem 
Gregg Shorthand Association, 
a wide and ever-widening circle of 
among New York 
ity and vicinity. It added that 
Mrs. Moosbrugger writes a beautiful style of 


riends the teachers in 


must be 
orthand, possessing individuality and artis 
merit of a high order. Moreover, she was 
shorthand, 
could be 


practical user of employing it 


whenever it substituted for the 
ypewriter or longhand. 

Mr. Moosbrugger, who holds an important 
sition in the National City Bank of New 
York, is also a very successful teacher and an 
expert writer of Gregg Shorthand. He has 
ilways been an member of the asso- 
iations of Gregg Shorthand writers He 
ganized and supervised for a long time the 
shorthand classes at the National City Bank 


During the war Mr. Moosbrugger served in 


active 


Mr. and Mrs. Matthew A. Moosbrugger 


the army and was promoted to rank of 


lheutenant 
We join the many friends of Mr Mrs 


long and 


and 


Moosbrugger in wishing them a 


happy married life 


C' 


regrets, 
Nor was he content with one call but actual! 
returned 


PID exercised his full prerogative, re« 
ognizing neither protests, compromise nor 


and invaded the Chicago office, too 


again and 
again! In 
the wake ol 
his visita 
tion Miss 
InaM.Shad 
inger 
cAttie 
wite « 
lames 


M 


Miss 
Nelson 
hencef 
be known a 
Mrs. Wilfred 
Weismann 
staff of the Chicago 


Mrs 


office in 


Stewart joins 
1915 
“twin arts,’ 
found a 
Happily her training was 


det iil 


1 the 
Fluent in the use of the 


long before her talent 


it was not 
larger place im the organization 
ittended by an 


unusual faculty for which in due time 


depart ment 
n | | ' ] 
of adjustments and general correspondencs 


resulted in her assignment to the 


In this larger capacity—which comprised 
details 


Stewart 


ind volume in like 


innumerable 


Mrs 


contact 


pro 


portion was brought in im 


mediate with every 
the her affable 
commanding the codperation and confidence 


of her associates. If abil 


department ol 


organization, nature always 


ity to cooperate is a 
idded 
iccomplishments 
Mrs. Stewart 


shorthand Otten 


faculty, as many believe, this may be 


as a positive virtue to her 


Despite the enlarged duties 


insisted upon using her 


times on a busy day “rush letters were 


written in shorthand and then turned over to 
a stenographer for transcription, thereby saving 
Memoranda 


itions in 


the time required for dictation 


ind = inter-depart ment ymmunic 
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Mrs. Edward Froderman 


shorthand were quite the regular order. Be 
industry and environment this 
was to be expected. It will be remembered 
that Mrs. Stewart's sister, Miss Laura 
Shadinger, until her death in 1915, was one 
of the most enthusiastic exponents of touch 
hundreds of 


cause of her 


typewriting, having trained 
teachers in those methods of 
which mark the development of typewriting 
both as a utilitarian and educational subject 
Mrs. Froderman came to the 
organization as a stenographer. Within a 
short time her progress merited promotion, 
when a new assignment of varied responsi- 
Of her qualities versatility 
virtue For whether 
memoranda hastily 


presentation 


Likew ise 


bilities followed 
is an outstanding 
writing a letter from 
dictated, reporting a convention, or taking 
employee, the same 
followed. This 
every 


the place of an absent 
effort result 
wholesome interest in 
which made her a 
administration 


quality of and 
gave rise to a 
thing about the 
valuable factor in office 
‘Knowing a great deal about 
and something of everything” is the ideal 
which was quietly though effectively carried 


othce 


some things 


out. 

Later the responsibility of employing office 
help was entrusted to Mrs. Froderman, a 
duty which was performed very creditably. 
It is singular that not a “misfit’’ attended 
her selections. Her association with teachers, 
together with her unvarying loyal attitude, 
has culminated in many friendships which 
she regards as a priceless heritage of her 
business experience 

Mrs. Weismann is best known for her work 
with the Gregg Teachers’ Bureau. Pre- 
viously she was a_ stenographer, having 
elected the ordeal of changing from one sys- 


Mrs. James Stewart 





Mrs. Wilfred Weismann 


tem of shorthand to another that she mig! 
have a better grasp Of her duties. Short): 
charge of the Bureau Mrs 
of teachers’ r 
whi h re 
availabk 


after assuming 
Weismann made a 
quirements in 
sulted in a wealth of 
to those seeking new teaching opportunities 
The inauguration of similar methods great], 
increased the usefulness of the department 
teachers and 


survey 
the various states 


information 


bringing together scores of 
school. 

Keenly interested in Mrs. Weis 
mann insisted upon knowing whether teachers 
were rightly placed and entirely happy. At 
the same time unusual interest was exercised 
in determining whether the teacher met th« 
This human touch, with her 


resulted in many friends 


people, 


requirements. 
pleasing personality, 
among teachers and school men 

It is true we haven't said anything about 
the men responsible for all this Well, we 
are assured they that is what the 
girls say, and we have had no occasion to 
therefore ex 


are ideal 


question their judgment! We 
tend our best wishes for unparalleled happi 


ness. 


Club Prize Awards 
(Continued from page 320) 


Benedictine Sisters Immaculate Conception School 
Brookfield, Mo. (19 

Mildred Knauf, Long Beach High School 
Calif. (15) 

Lillian Badesch, Hebrew 
New York City 10) 

Mabel E. Richards, Central High School, Duluth, Minr 
(10) 

Charlotte A. Follmer 
New York City 11 


Long Beach 


Technical School for Girls 


Hebrew Technical School for Girls 
Continued on page 329) 
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BD) The Shorthand Reporter 


Conducted by Frederick H. Gurtler 


Court and Convention Reporter 
68 West Washington Street, Chicago 


Answers to Examination Questions 


N the February this department 


contained an 


issue, 
examination tor court 
given in Massachusetts a 


The object of present 


reporters 
1umber of years ago 
ng this set of questions was to acquaint the 
readers of the department with the type of 
examination that may’ possibly be 
reporters in 


given 


for court various parts of the 


ountry. These examinations are not all 
like, but the examination given is probably 
is difficult examination used. 


as any now 


It seems that a good many stenographers 
ire unable to find answers to the questions, 
ind they have asked that these questions be 
this department We shall 
endeavor to answer them Perhaps our 
inswers will be more complete than would be 


inswered in 


necessary in an examination. The complete 
ness of the answers will be for the purpose of 
giving a wider range of information. 
It will not be necessary to show, forexample, 
the correct spelling of words or to answer some 
With reference to 
reporter, the 


of the general questions 
the duties of a court 
questions given might be answered as follows 


eight 


DUTIES OF A REPORTER 


reporter should do when a witness 


report verbatim 


1 State what a 
speaks too rapidly for him to 


The duty of the 
accurate record of the proceedings in court, 
and if a witness speaks too rapidly for the 
reporter to make a complete report, the re- 
porter should ask the witness to speak 
distinctly If a witness 
will not talk 
What is 
lack of 


permit 


reporter is to make an 


more 
slowly and more 
speaks distinctly he 
faster than the reporter can write 

often regarded as speed is merely a 
volume to the voice which does not 
the reporter to receive clear and accurate im 
pressions of what is said. As as the 
plainly and distinctly, even 


probably 


soon 
witness speaks 
though the speed may be about the same, the 
reporter can record accurately and fully what 
is said. The brief answer tothis question is 
that the reporter should ask the witness to 
speak more slowly, because the first duty of 
the reporter is to get everything that is said 


STRIKING OUT TESTIMONY 


tate 
the Court t& 
Ihe practice may vary in different courts in 


the country, but when the Court directs the 
reporter to strike something out of the record, 
the words of ourt should be 
part of the Phe Court 


error in asking the reporter to 


the made a 
may be in 
strike out a 


and it is necessary 


re ord 


portion of the testimony, 
to have this instruction of the Court preserved 
in the record so that in case of an appeal the 
attorney against whom the striking out of the 
testimony is directed may have the judgment 
of the lower court reviewed, and thus deter 

mine the correctness of the instruction of the 
If the were to strike 
from the record that the 

court thinks should be stricken out, and if all 


objection 


out 


( ourt reporter 


everything lower 


questions were omitted to which 


was sustained there would be no purpose 


served in appealing a case from a lower court 


MARKING EXHIBITS 


; State the duty of a re reference t 


ing exhibits, and how to av 


bering the same 


In marking exhibits, it is first necessary 
to know the names of the parties; 
plaintiff and defendant, or complainant and 
defendant, or petitioner Hav 
ing in mind the proper names of the parties, 
the né&kt step is to mark the exhibits in s 


It is further important that exhibits 


for instance 


and objec tors 


quence. 
should be marked very quickly, so as to avoid 
unnecessary delay in the trial. Therefore it is 
desirable to the markings of 
exhibits, thus: Pitf. Ex. 1; Defs. Ex. 1: Ob 
Ex. 1; Pir. Ex. 1. These short markings stand 
respectively, for Plaintiff's Exhitit 1, De 
fendant’s Exhibit 1, Objector’'s Exhitit 1, and 
Petitioner's Exhitit 1 lo mistakes 
in marking exhibits it is a good plan to have a 
piece of paper on the desk, on which is written, 
the fifty 
is marked, the number of the 
crossed off the list later 


abbreviate 


avoid 


for instance, numbers from one to 


As an 
exhibit 


exhibit 


can be and 
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Church vs. the Print Studio 


For Key see page 328 
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when another exhibit is introduced, the next 
number may be crossed off. This avoids the 
possibility of giving two different exhibits the 
same number, or of skipping numbers in 
marking the exhibits. 


WHAT TO RECORD 


um the 


4 State what portions of proceedings in a trial are 


tired by statute to be taken by the reporter 


rhis question refers to the statute in Massa- 
husetts. Statutes in other states might not 
gree with the statute in Massachusetts, and 
verefore no definite answer is given here to 
his question. Generally speaking, it is only 
ecessary to take the questions propounded 
» the witnesses and the answers thereto, the 
bjections of counsel and the rulings of the 


ourt, and any exceptions. In jury cases 


where the court gives the instructions orally, 
t would be necessary to take the instructions 
make them a part of the 


to the and 


record. 


jury 


HOW TO INDEX NOTES 


5 State 


mediate refer 


There are many ways to index notes so that 
ready reference may be had to any portion of 
the procee dings. Some reporters, for example, 
turn down the corner of the page on which is 
When the cross 
examination of that witness starts, they turn 
lown a much of the page. 
In this way it is very easy to find the beginning 


begun a witness s testimony. 


smaller portion 


of the examination of the various witnesses, 
ind in the day's proceedings it is not difficult 
readily the 
The method of indexing 


to locate very testimony of a 


particular witness 
the notes for ready reference during the trial 


s largely a matter for the individual reporter 


to work out. 
The indexing of the reporter's notes in an 
returned from court is 


office after he has 


much more important. 


Different plans are used for this purpose, 
but in some manner a complete index of cases 
kept, the the 
which the case was reported, 


of the trial 


must be showing number of 


notebook in 
and the date 


RECORDING GESTURES 


6 State what the reporter should enter in his notes 
when a witness indicates an object or a distance by ges- 


ture, without describing the same in words. 


A reporter can show in his notes only the word 


‘when a witness indicates an ob 
It is improper 
“indicating a box”’ 

That may be the 
There may be a differ- 


“indicating,’ 
ject or a distance by a gesture 
for the 
or “indicating a 


reporter to say 
desk 


reporter's conclusion 


WRITER 


FOR APRII 
ence of opinion as to what the witness indicat 
ed. Therefore, the reporter should show, in 


parenthesis, only the word “indicating.” 


TAKING TESTIMONY GIVEN OFF 
THE STAND 


do with reference to 


taking notes when a witness is to the 
| does not speak loud enoug! 


rter should 


State what the rey 
alle. ury-rail to 
describe a plan or model, an 


to be heard by the stenographer 


When a witness is called to the jury-rail to 
describe a plan or model and does not speak 
loud enough to be heard by the stenographer, 
the reporter should inform the Court or the 
attorneys that the witness must talk up dis 
if his remarks are to be a part of the 
the reporter has not the co 


tinctly 
record. In case 
operation of the Court orthe attorneys, he may 


take his notebook and write on the jury-rail 


HEADING A CASE 


8 James Hammond & Company are suing Robert 
Jones and William Sm individuals) in the 
Court of Suffolk Coun in this state The 
justice is Hon. Francis Gaski The docket number of 
14250 I plaintiff's attorney is Robert M 
Alfred 


letendant Smith 


Superior 


presiding 


the case is 
Morse, Esq., the att ' ) j ndant 


attorne for 


Jones 
Hemenway, Esq.; : 
is Henry M. Rogers, Esa The 
in the second session. The date of trial is to-day. The first 
witness for the Merrill. Write out in 
proper form the heading of the case down to and including 


case is heard before a jury 
plaintiff is Samuel 
stand, and the usual first question 


the calling of witness to 
and answer. 


STATE OF ILLINOIS 
COUNTY OF COOK 


IN THE SUPERIOR COURT OF C\ 
JAMES HAMMOND & COMPANY 


a corporation, 


ve 


ROBERT JONES WILLIAM 


SMITH, 
Defendants 


BILL OF EXCEPTIONS 


Be it remembered that heretofore 
of March, A. D. 1923, being 
session of said ourt 
Gaskill. one of the Judges of 
common law side thereof, and 
for trial upon the pleadings heretof: 
ROBERT M. MORSE, Esq 
appeared for Plaintiff; 
ALFRED HEMENWAY., Esq 
appeared for Defendant Robert Jones; 
HENRY M. ROGERS, Esq 
appeared for Defendant William Smith 
And thereupon the plaintiff. to maintain the issues 
its part, introduced the following evidence 


SAMUEL MERRILL, 


called as a witness on behalf of the plaintiff herein 


to-wit 


having 
been first duly sworn, testifed as follows 
DIRECT EXAMINATION 
By Mr. More 
Q Whatis yourname? A Samuel 


The foregoing 
the form that 
Cook County, Illinois, and in 
could be used in almost any other jurisdiction. 
which 


Merrill 


introduction of a case is 


would be used in Chicago, 


i general way 


There are certain local peculiarities 
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must be observed. In Chicago, for instance, 
we have terms of court of about one month's 
duration and we have no “‘sessions,"’ so-called 

rhe other questions given in the February 
issue will be answered at a later time, together 
with any additional questions which any of 
the readers would like to have answered, if 
they will be good enough to send those ques- 


tions in 


promptly. 


oOo 


Church vs. the Print Studio 


(Continued from March issue) 


For shorthand plate see page 326 


Q And that employing was done by you subsequent to 
the mecting of May 25, 1918, was it? A Yes. 

Q Do you remember the passage of a resolution by the 
board of directors placing the power of employment of all 
agents or workmen in the board of directors? A Ido 

Q At the meeting where this resolution was passed, 
that was the meeting that was held at the time that Mr. 
Peterson was called into the service, and this provision 
was made especially to take care of the employment of 
help while he was away, wasn't it? Do you remember 
that? A Yes, I do. 

Q Now during the first six months when the company 
was operated by Mr. Peterson and Mr. Sloan, do you recall 
any serious trouble coming up between the company and 
any of their clients? 

A None that I know of 

Q Things went along harmoniously so far as you know, 
didn't they? A Yes, sir. 

Q. After they left and you took charge, do you remember 
any serious trouble coming up with any of the big accounts? 
Just answer that yes or no. Do you recall any trouble? 

A_ I can't answer it yes or no. 

Q Well, maybe | can refresh your memory 
the United States Steel account, didn't you? 

A Yes, sir 

Q That was about your biggest account, wasn't it? 

A It was at the time 

Q You lost that account, didn't you? 

A No, sir, I didn't 

Q Was that account on the books when Mr. Peterson 


You had 


came back to the office? 

A It was not, no sir 

Q Itwasnot? A No. 

Q It fell off the books during the six months that Mr. 
Peterson was in the service, didn't it? 

A They stopped buying from us, yes 

Q That was the biggest account, wasn't it? 

A The biggest local account, yes 

Do you remember the Anderson account? 

Yes, sir. 

You lost that during that six months, didn't you? 

No sir, I didn't 

Was that on the books when Mr. 
back? A Yes, sir 

Q You are sure about that, are you? 

A Yes, sir. 

Q Isn't it a fact that they quit ordering from you until 
after Mr. Peterson came back and he had to go around 
and interview them personally and re-open the account? 

A_ No, sir. 

Q Do you remember the Dingee account? A 

Q That was a good-sized account. You 
account, too, didn't you? 

A No, sir. 


Peterson came 


I do. 
lost that 


(To be continued next month) 
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Chicago Convention of the 


N.S. R. A. 


Coming August 20 to 24, 1923 


HE shorthand reporters of the United 

States have a treat in store for them of 

which they scarcely dream. The Loca! 
Arrangements Committee in Chicago were 
indeed fortunate to be able to make arrange 
ments with the Drake Hotel for the head 
quarters of the annual convention The 
delightful surroundings, the charm of the 
furnishings, the comfort of the accommoda- 
tions generally, afforded at the Drake will 
mean a most pleasant vacation. 

The rates are make 
your reservations early to take advantage of 
the following prices: 

Rates for single rooms with bath are $4, $5, $6, $7 
and $8; small double rooms containing one double bed and 
bath, $6 and $7 per day, and large double rooms contain 
ing two single beds and bath, $8 per day up. 

In order to get the full benefit of what the 
Drake can give us, it will be necessary to 
have reserved at the hotel during the sessions 
rooms for not less than 200 persons. This, 
includes the wives, friends or 
relatives of reporters, or anyone who is 
stopping at the hotel for the purpose of 
attending the N. S. R. A. Convention. 

The Local Arrangements Committee would 
therefore appreciate it if everyone attending 
the Chicago Convention would stop at the 
Drake and would make their reservations 
early. This is important. We cannot empha- 
size too much the importance of making your 
reservations early. When you write the 
hotel for accommodations, won't you send 
the Local Arrangements Committee (address 
Mr. Herbert Dore, 155 North Clark Street, 
Chicago, or send your letter to the editor of 
this department) a copy of your requirements 
so that we can making the most 
suitable and pleasant arrangements for you? 

The Drake is a very popular summer 
resort and the rates are exceedingly reason- 
able for the service given. For this reason 
people from all parts of the country come to 
Chicago and summer or vacation at the Drake. 
If you wait until the minute you will 
not get the best accommodations. We would 
suggest that you make your reservation now. 

Further, we should like to see the best 
attendance at the next convention that we 
have ever had. The educational oppor- 
tunities afforded will make your trip worth 
while, and in addition there will be the ad- 
vantage of the social contact, the acquaint- 
ances you will make, and the perfect enjoy- 
ment you will have in delightful surround- 
ings and good company, for one week, in one 
of the great cities of the world. 

COMMITTEE ON ARRANGEMENTS, 


reasonable—if you 


olf course, 


assist in 


last 
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FOR 


Another Potential Judge 


RDINARILY when a young 
takes up shorthand it is with the in- 
tention of being a stenographer and 
n perhaps advancing to the dignity of a 
However, this is not the end 


woman 


retaryship 
Many girls go 
step 


the road 
farther 
court 


ne step and 
to the 
reporter It is not 
that 
h a position is interest- 
In fact, 
properly 


room as 
fheial 
essary to tell you 
g and dignified 
ne reporter is 
a member of a 
proltession Also it 
well to add that the salary 
with the 
something 
true 


issified as 
may be 


is commensurate 
skill required 
which is not equally 
all of the 
Best of all, the 
profession is not 
worthy end in itself, but it 
offers a wide-open door to 
those who have any aspira- 
tions to enter the ranks of 
the legal profession. Many 
nen and women have done 
this We remember par 
ticularly the case of Miss 
Rhea Whitehead, who went 


professions. 
reporting 
only a 


Hartford, 


Lenore E. 
Official Reporter, Court of Common Pleas was 


(Lonnecticut 


on up through all these stages of progress and 


lid not stop until she landed on the bench 


With 


welcome 


nind we 

Miss E Cady 

appointed Official 
Court 


these things in want to 


Lenore who was 
Reporter of the 
Pleas, 
Hart 
Miss 
Cady learned the system in 
the Merchants’ and Bank 
ers’ School, Hartford, and 


she says it is owing to the 


recently 
ot Common 
Hartford County 
ford, ( onnecticut 


wondert ul 
ind help received from Mr 
und Mrs. Frederick 


of this s« hool, that she has 


encouragement 
lary 18, 


gone beyond the position 
of an ordinary office stenog 
rapher 

One of our correspond 
ents writes 
Miss Cady had 


wmiciat court re 


| learned that 
been appointed 
morter I went to the court hous 
session and a jury 


Miss Cady « 


official stenographer's 


ourt was in 
trial in progress: 


upied ti 


She was swearing in wit nesees 


Cady 


reporting the proceedings, and 


loing the job well. with 


“quired 


wise, dignity, and 


oO° 


Club Prize Awards 


Continued 


om 4 
Gold Pin 


Margaret Metzger, Central High School, Evansville, Ind 

fucker Pinney, Union High School, Phoenix, Ariz 

Rosa Pheby, Union High School, Phoenix, Ariz 

Dorothy Schlundt, Central High School 

Bernice Zopf, High School, Kankakee, II! 

Rose Zaremsky, St. Francis Commercial School 
kee, Wis 


Evansville, Ind 


Milwau- 


Honorable Mention 


Margaret A. Gilmore, Kingman, Ariz. (88.3 net words; 5 
errors) 

Ellian V 
Canton, Ohio (81.0 net words; 

Perry G. Dawley, Jr. High School, Brattleboro, Vt 
net words; 2 errors) 

Tucker Pinney, Union High School, Phoenix, Ariz 
net words; 1 error) 

lola Seidl, High School, Kewaunee, Wis 
4 errors) 

Clyde M 


(75.3 net 


Actual Business College, 


4 errors 


Grunosky, Canton 


(80.5 


(79.2 


75.7 net words; 


Bristow, Union High School, Phoenix, Ariz 

words: no errors 

lone Seidl, High School, Kewaunee, Wis 
$ errors) 

Elsie Nalbandian, West New York High School, West New 


York, N. J. (74.8 net words; 5 errors 


75.2 net words; 


from page 324) 


Ann Kreutzer, Regina Collegiate Institute, Regin: 
Canada (74.3 net words; 3 errors 

Rosa Pheby 
net words 

Vera Bunn, Compton Union High School 

$ errors 


Umon High School, Phoenix, Ariz 

4 errors) 

om pton 
72.6 net words; 

Rose Zaremsky, St 
kee, Wis 72.5 net words; 3 errors) 

Nathan Kors, West New York High School 
York, N. J 72.4 net words; 3 errors 

Olga Sosenko, Benld High School, Benld, Ill 71.3 net 
words; 5 errors) 

Loulse Walters, St. Francis ¢ 
Wis. (70.2 net words; 2 error 

Spencer Fairhead, Syracuse High 

70.0 net words; 4 errors 

Copple, Boyles Bu 

70.0 net word ter 

Elnora Beach 
net words: no err 

loe Crawford, Whyt 

Ark 73.9 net w } . 

Sara Draper, Whyte Commerci ol, Little Rock, Ark 


73 net words 


Francis Commercial School, Milwau- 


West New 
ommercial School, Milwaukee, 
School, Syr 

Tr. A iness 
Union High Scho 


Little Rock, 


School 


100°, Clubs 

Kankakee, Il! 12) 
Phoenix, Ariz 19 
Evaneville, Ind. (15) 


School 


Kankakee Higl 


High School 


Hazel Linton 
Gertrude Jay, Unio 


Norah Guertin, Central High School 
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Short Stories in Shorthand ll 


Explained ! 


immaterial to Him 





Synonyms 


Gloom Destroyers 


Unfathomable ! 


Quite True 











